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TO: State Agencies
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DATE: June 16, 2003

SUBJECT: Purchasing Card Invoice Number Clarification

UMB Bank, our contractor for the state purchasing card program, is automating their
payment posting procedures.  In order for them to accurately post payments from the state
agencies for payment of monthly statements, the invoice number field on the SAM II Financial
payment document must be completed as specified in the cardholder manual.

The cardholder manual states “When a cardholder invoice is submitted for payment, the
invoice number to be used on the payment document should begin with the two digit month
and two digit calendar year of the billing statement.  It should be followed by the last eight
digits of the cardholder’s account number”.  UMB Bank is receiving some payment data with
three digits of information for the date or the date following the eight digit purchasing card
number.

Attached is a sample statement showing the source of the invoice number.  If you have
any questions, please contact Teddie Velleri, 751-3289.
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